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  Notice and Change Transmittal  Authorities 

 
 

 

 
•SECNAVINST 5215.1D – Secretary Of The Navy Directives Policy  

 

•OPNAVINST 5215.17 – Navy Directives Issuance System 
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Notice Definition 

 
 

 Notice: 
    

•    Is a directive that has a one-time or brief nature and has a self-canceling provision 

•    Has the same force and effect  as an instruction  

•    Remains in effect for usually less than 6 months, but no more than 1 year  

 

Any requirement for continuing action contained in a notice, such as submission of a report, use 

of a form, or following specified procedures, is considered to be cancelled when the notices is 

cancelled, unless the requirement is incorporated  into another suitable document.  
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Notice Criteria 

 
     
• Not falling within the scope of the instruction criteria (see chapter 2, subparagraph 3a of 

OPNAVINST 5215.17) 

• Requests for comments, approval, or information 

• Directions for routinely carrying out established operations such as matters pertaining to 

individual personnel actions or special shipments of material 

• Informative announcement such as change of command, education or promotion 

opportunities, recreational activities, work improvement plans, suggestions for morale 

building, or changes in office locations or telephone numbers 

• Issuance of short-term policies, forms, and reporting requirements 
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Formatting a Notice 

Notices follow the same format as an instruction 
 

• Identification :   

– Cancellation date  (in Mmm YYYY format) - indicated in the upper right corner of the first page, 

immediately below the e-letterhead without spaces and two lines above the identification symbols.  If the 

cancellation date is unknown and is for record purposes  only, with a contingent provision, use “Canc 

frp”.  Otherwise, if cancellation date is known, use “Canc.” 

– Identification symbols - Two lines below the cancellation date to include the short title SNDL abbreviation 

of the command followed immediately by “NOTE” (e.g., “OPNAVNOTE”) and the applicable standard 

subject identification code (SSIC), per the SECNAV M-5210.2.  The following line contains the 

sponsor/originator code followed by the date (in DD Mmm YYYY format) of the notice on the next line.  

Of the identification symbols, the longest line is flushed to the right margin with the remaining lines, 

including the cancellation date aligned left with the longest line. 

– Designation line – two lines below identification symbols.  In all CAPS and underlined, the short title 

SNDL command abbreviation, the word “NOTICE” and the SSIC. 
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Formatting a Notice 
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• From:  commander or commanding officer 

 

• Subject :  In all CAPS (do not use acronyms in the subject line).  As with instructions, keep the subject 

brief, but concise.  Let’s than 10 words, if possible. 

 

• References :   Must be current and listed alphabetically in the order they are cited in the text 

 

• Enclosures:   Must be identified in the enclosure line exactly as the title appears on the actual enclosure.  

They must be listed numerically in the order as they are cited in the text 

 

• Purpose paragraph (required):  The first paragraph of a notice and must state the purpose of the notice, 

which tells why the notice is being issued.   If the sole purpose of a notice is to cancel another 

document(s), the cancellation statement may be made in the purpose paragraph. 

 

• Records Management  (required):   This is a CNO requirement which will be reflected in the revised 

OPNAVINST 5215.17A 
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             Notices Cancellation Contingency 

 
 

• The date on which the notice is canceled is determined by the sponsor, and must be cited on the notice 

 

• The date of the cancellation is the last day of the month indicated 

 

• In some instances, the sponsor can not determine the exact date on which required action will be completed.  In 

these instances, a cancellation contingency paragraph is added as the last paragraph of the notice and “Canc 

frp” is used vice “Canc.”  

 

• This paragraph states the action or events that must occur prior to cancellation of the notice 

 

• Notices may expire prior to the cancellation date if the action or event detailed in the contingency cancellation 

paragraph is completed 

 

• Forms/reports paragraph, if applicable, is the last paragraph in an instruction.  It’s the same for a notice 

UNLESS there is a cancellation contingency paragraph, which is then the last paragraph of the notice. 
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Notices and Change Transmittals 
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Change Transmittal Definition and Criteria 

 

 

 

• Definition:  A change transmittal is the medium used to transmit changes to 

an instruction, or under extenuating circumstances, a notice.  Each 

transmittal describes the nature of the changes it transmits, and gives 

directions for making them.  

 

• Criteria:  Transmits minor change(s) which affect less than 25 percent of the 

number of pages of the current basic directive.   
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Change Transmittals  

 
 

 

• Change transmittals consist of a cover letter forwarding changed and/or additional pages to a 

directive as an enclosure. 

 

• Change transmittals are numbered consecutively.  That is, the first change transmittal to an 

instruction is change transmittal 1, the second 2, and so on.  When an instruction is reissued 

as a revision, the numbering of change transmittal begins again with the number 1. 

 

• The upgrading or downgrading of classified instructions by change transmittal is not 

authorized. 
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 Formatting a Change Transmittal  
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The change transmittal follows the format of an instruction, with the following 

exceptions: 

 

• Identification Symbols.   The capital letters “CH” followed by a dash (“-”) and the number of the 

change transmittal follow the first line of the identification symbols, e.g., OPNAVINST 5215.1D CH-1 

 

• Designation Line – Instruction.    Contains the same designation line as the directive to be changed, 

followed by a space, “CHANGE TRANSMITTAL”, a number, and underlined,  

e.g., OPNAV INSTRUCTION  5215.1D CHANGE TRANSMITTAL 2 

 

• Designation Line – Notice.   Same as instruction, except that the date of issue must also be cited, 

      e.g.,  OPNAV NOTICE  5215 OF 6 JUN 2014 CHANGE TRANSMITTAL 1 

 

• Subject .  Subject of directive being changed is always given and in all CAPS and no acronyms 

 

 



 

 

 Required Paragraphs of  Change Transmittal  

 

 
 

 

• Purpose paragraph .  The first paragraph of a change transmittal must state the purpose 

and the nature of the change transmittal, which tells why the change transmittal is being 

issued.           

  Example:  “To transmit new pages 3 and 10, which revise . . .” 

 

• Action  paragraph .  The specific action(s) to be taken are identified in this paragraph.  Pen 

and ink changes are no longer allowed.  

   

  Example:  “Remove page 10 of the basic instruction and insert           

   enclosure (1) of this change transmittal.”  
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  Change Transmittals Page Change and Page    

  Numbers 
 
 

 

• One-Page Change.  When a change is being made to only one page, the change 

transmittal number and its date are shown on the right margin of that changed page.  The 

unchanged pages retain the same identification as when previously issued. 

 

• Page numbers.   Extra pages resulting from the inclusion of additional data in a change 

transmittal to a directive shall be numbered with the page number of the preceding  page 

plus a small (lowercase) letter, as 10a, 10b, and 10c.   A page(s) added after the last page 

of a directive shall be numbered with the next sequential number(s) following the last page. 
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Enclosure of Change Transmittal 

 
• Enclosure(s).    Enclosures to change transmittals are not marked since they bear the marking of the directive 

being changed. 
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            Change Transmittals First Page 
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Changed First Page 

 
• In  cases where the first page of a directive is revised, the page will reflect the date of 

change, e.g., “CH-1 of 11 Jun 2014” in the upper right corner, approximately two lines below 

letterhead and two lines above the identification symbols of the basic directive 

     

   CH-1 of 11 Jun 2014 

 

   OPNAVINST 5215.1D 

   N74 

   15 Apr 2013 

      



Change Transmittals Signature Page 

 

Changed Signature Page 

 
• When a revision to a signature page is made the signature block remains the same as the 

original signing official, e.g., 

 

/s/ 

                        J. J. JONES                        

                        Director, Navy Staff 
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 Change Transmittals Template 
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Notice Scenario 
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Notice  Scenario 
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Change Transmittal Scenario 
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Change Transmittal Scenario 
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Change Transmittal 
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Change Transmittal 
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